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CREATING NEW REPORTS — ACCESS

1 — First go into your BDE to make sure your .dbf function is compatible (by
changing it to a standard Level of 5 or less)
To do this:
Go to Start|Programs|Youth Enrollment|BDE Administrator
Click on the Configuration tab
Click the + under Configuration to go to Drivers
Click the + under Drivers to go to Native
Click on the word DBASE
Change the Level to 5 or less
2 — Open the Youth Enrollment program
Go to File|Project Query
Go to Select|Select All
Go to File|Export|DBaselV
DualListForm box appears.
Determine the type of report/graph you want to create
Select From Source: Highlight First name then click on >
Select From Source: Highlight Last name then click on >
Select From Source: Highlight ClubID then click on >
[If need more info repeat], then click OK
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A Save As box appears.
File name: club.dbf (create a name)
Save as type (leave blank)
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Save in a folder i.e. (My Download Files or My Documents folder). Click Save.
Close out of Youth Enrollment program.
3 — Open Microsoft Access

Microzoft Access H

—Create a New Database Using

et
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Al

é (o Open an Existing Database
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A — A Microsoft Access box comes up
Choose Blank Database and Click OK
A File New Database box appears
Create a name for your database and click OK
B — Go to File|Get External Data|lmport
Change the Save as Type to dBASE 111(*.dbf)
Find & highlight saved Dbase file you created up above) club.dbf
Note: Probably will be under My documents or My download files.

Import HE
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Find files that match these search criteria:

File name: I j Text or properky: I 'l Find Mow |
Files of type: m Last modified: Iany time 'l Mew Search |

Mot all file bypes are installed by default. To add other File bypes, run the Setup program, click Add/Remove, Data Access,
hange Option, Additional file tvpes are also available in the Office 97 YaluPack,

|s file{s} Found.

Click Import
A message box comes up Microsoft Access — saying Successfully
imported ‘club’. Click OK.
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Then Click Close to close the import box

C — Double-click on the table club OR Hightlight club and Click Open.
The Datasheet View comes up (you can add and delete records here
The Design View shows you the parameters of the table

D — Click on the Reports tab
Click New
A New Report dialog box comes up

Hew Report K E3

= \ AukoReport: Columnar
e AutoReport: Tabular

Chart Wizard
This wizard autormatically Laljer,l Wi;?:rrd

creates your report, based
on the fields you select,

Choose the kable or query where b j

the object's data comes Fram:
Ok I Cancel |

Determine the type of report you want to create and choose the table
where the object’s data comes from and Click OK

Report Wizard

‘Which fieldz do you want an vour repart?

%/ || You can choose from more than one table or querny.

Tables/Queries:

[T able: club =
Awvailable Fields: Selected Fields:
HMEMBERID FIRSTNAME
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Choose the Available Fields needed by Highlighting each one First Name
and click on > etc.
When your Selected Fields are all on the right side Click Next
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The next step asks if you want to add any Grouping levels? Click Next

‘wihat sort order do you want for your records?

You can sort records by up ba four fields, in either

0 ascending or descending order.
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Determine your sort order and Click Next.
How would you like to lay out your report? Click your choices and then
Click Next.

Howe would pou like to lay out your report?
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v Adjust the field width so al fields
fit on a page.

Cancel | < Back I Mext » I Finish

Choose your style, then Click Next.
Choose your title of the report, then Click Finish.
Your Print Preview comes up
E — Can change to Design View and adjust the demographics of the report if you
wish.
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